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System Requirements 
Apple II*, Ii Plus", lle, llc with 64K. *Note: Shift key mod required. 


WELCOME TO 
Typing Made Easy 


When learning to type, the temptation to peek at the keys is overwhelm- 
ing. You can’t learn to touch type if the computer beeps and displays 
every error you make, forcing you to play “keyboard peekaboo.” 


Typing Made Easy is different. You focus on what you are typing, not 
on your errors. We give you no reason to peek at the keys. It’s the only 
computer-based typing course that really teaches touch typing—typing 
without looking at the keys. We even eliminate the cursor on some 
exercises to simulate typing from a manuscript. 


The course combines proven professional teaching methods with the 
flexibility of the computer to provide the most advanced course of its 
kind. It features: 


© Clever graphics to introduce and reinforce finger positioning; 

e Well designed lessons that move students through the course in 
pace with their own progress; 

e Individualized progress and evaluation reports on speed and ac- 
curacy which highlight the fingers and keys that need extra 
practice; 

e Drills that are designed by the program to provide individualized 
practice on fingers and keys that need attention; 

¢ Unlimited choices to select warm-up, review and practice exercises 
and drills (including full paragraph formats as well as words and let- 
ter sequences), plus a cleverly designed game that grows increas- 
ingly difficult as skill levels improves; 

¢ A specially designed teacher’s administrative system enabling the 
course to be adapted to classroom use. 


From the beginning, you use the keyboard, starting with simple drills 
and progressing to more difficult tasks as your accuracy and speed ex- 
ceed lesson goals. Typing Made Easy is acknowledged as the finest 
interactive typing course available. Before you know it, you will be 


typing. 


The design of Typing Made Easy was the joint effort of Amy and David 
Goldsmith, Software Partners, and QED Information Sciences, Inc. 


Typing Made Easy has been validated by extensive field testing under 
actual business conditions. There is virtually nothing that can go wrong 
or anything to be concerned about when you take this course. However, 
if you have any problems, please contact the store where it was pur- 
chased or write to us at our Customer Service Department, Spinnaker 
Software Corp., One Kendall Square, Cambridge, MA 02139. 
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Typing Made Easy 
What You Will Learn 


Typing Made Easy has been designed to teach touch typing to beginning 
typists and to improve the skills of those who already type. Using 
proven methods, you will learn to master the whole keyboard. You will 
progress in a cumulative manner, continually improving your speed and 
accuracy. You can review your progress at any time. Evaluation reports 
measure your speed and accuracy and highlight weak keys and fingers. 
Typing Made Easy is a unique course—the finest available. If you want 
to type this is the course for you. 


COURSE OBJECTIVES 


At the end of this course, once you’ve completed every lesson, you will 
be able to touch type at a minimum of 25 words per minute with 80% 
accuracy. 


To pass a lesson, you must type at least 25 words per minute with 80% 
accuracy. 


Lesson 1: Home row, space, and return 
At the end of this lesson you will be able to: 


1. Position your fingers on the keyboard. 

2. Type the home keys without looking at the keyboard. 
3. Touch type 27% of the alphabet. 

4. Type the space bar and the ENTER (RETURN) key. 


Lesson 2: Up reaches 
At the end of this lesson you will be able to: 


1. Type the keys above the home keys. 
2. Type 58% of the alphabet. 
3. Type hundreds of actual words. 


Lesson 3: Side reaches 
At the end of this lesson you will be able to: 


1. Type the keys in the middle of the keyboard. 
2. Touch type 81% of the alphabet. 
3. Type many more common words. 


Lesson 4: Down reaches 
At the end of this lesson you will be able to: 


1. Type the keys below the home keys. 
2. Touch type the entire alphabet. 
3. Touch type the comma and period keys. 


Lesson 5: Capitals and Common Words 


At the end of this lesson you will be able to: 


1. Type capital letters with the shift keys. 
2. Quickly type many common words. 
3. Improve your overall speed. 


Lesson 6: Numbers 


At the end of this lesson you will be able to type the number keys at 


whatever speed you feel is adequate. 


Lesson 7: Specials 


At the end of this lesson you will be able to type the special punctuation 
characters at whatever speed you feel is adequate. 


Lesson 8: Long Paragraph Drills 


This lesson allows you to practice your typing using the entire alphabet 
and punctuation. The module has been designed to force you to touch 


type without looking at the keys. 


Getting Started 


Insert Typing Made Easy, Side 1 up, into disk drive 1; turn on the 
Apple. The first screen asks if you are using a color or monochrome 
display. 


If you are using color, press Y. 


If you are using a monochrome, press N. 


The course will proceed to the sign-in screen. If this is the first time you 
have used the course you may select: 


1. Just browsing—This option allows you to take the course without 
registering. Progress and evaluation reports are provided but not 
saved. 

2. Add new name—This option allows you to register for the course. 
Individualized progress reports will be saved as you move through 
the lessons and improve your skills. The student who wants to 
keep track of day-to-day progress should register. 


Once your name is entered on the roster, it will appear whenever you 
load Typing Made Easy. Simply use the spacebar to move the highlight 
to your name. Then press the RETURN key. 


The next screen will ask you to remove the diskette, turn it over to 
Side 2, and reinsert into drive 1. When this is done, you will proceed to 
the main menu. 


The main menu presents ten choices. These are eight lessons, a “warm- 
up” section, and the opportunity to exit the program. Each lesson (ex- 
cept for the practice paragraphs) contains tutorial material on the lesson 
topics, its own drills section, and a test paragraph. Once inside a lesson, 
the user is presented with a series of screens which contain the lesson 
material. The user usually advances to the next screen by pressing the 
spacebar or by completing the action the program requests. There is a 
series of messages at the bottom of each screen. The “ is the Apple 
symbol for the CTRL key. Therefore, to execute the option at the bot- 
tom of the screen, hold down the CTRL key and press the appropriate 
alpha key. For example, ~* P means press “P” while holding down 
SCTRE,” 


Function 


“~P—Prog Transfers you to your progress reports. 

“ D—Drill Transfers you forward to the lesson drills. 
“~G—Game Transfers you to the game from the drills. 
“~Q—dqQuit Displays the menu allowing you to select 


another lesson. You must always return 
to the menu before exiting the course to 
save your lesson progress statistics. 


“~ Q—Quit Transfers you from the game or progress 
report back to the drill. 

“~N—Next Moves forward to the next exercise. 

“ B—Back Moves you back one step in the lesson. 

Advances you to the next screen. 


IMPORTANT 


To save your statistics you must follow “The End” instructions: 


. Return to the main menu, press“*Q 


. Select O—End; press the RETURN key 
. Remove the diskette and reinsert Side 1 
. Press the spacebar 


Advice for Beginning Typists 


If you are learning to type, we suggest you start with Lesson 1 and pro- 
ceed in sequence. As you proceed through the course, completing each 
lesson, the course will keep track of where you should be. 


Lesson 1 through 5 have a final test paragraph. When your speed and 
accuracy equal or exceed the lesson goal, you will be given a test para- 
graph to type. To complete the lesson you must type the test paragraph 
at 25 words per minute (wpm) with an accuracy of 80%. Once a lesson 
is completed, you advance to the next lesson. 


Each time you practice, you may want to begin with warmups. This 
limbers up your fingers and prepares you for the lesson by providing 
practice on the keys you have learned. Speed and accuracy for the 
warmups are shown but not saved in the progress and evaluation 
reports. 


You will see steady progress as your skills increase until you eventually 
proceed to the long paragraph drills for practice on all the keys. 


Note: To save your statistics you must return to the main 


menu and end properly. 


Advice for Advanced Typists 


Typing Made Easy has been designed to sharpen your skills. We suggest 
that you begin with the warmup lessons to limber up your fingers. When 
you feel comfortable, move to the long paragraph drills. 


Periodically check your progress. You will soon learn which fingers and 
keys need improvement. We suggest that you proceed to the lesson 
that will give you specific practice on your problem keys. In this fashion 
you can tailor your own practice sessions. 


Progress and evaluation reports will continually show the fingers and 
keys that need practice. The course analyzes your progress and adjusts 
the drills to give you extra practice when you need it. 


The Game 


Practice is the only way to learn to type. However, drills can be mono- 
tonous. Therefore, Typing Made Easy has a maze game that you may 
play. You may go to the game from a lesson drill and return to the drill 
at any time. The maze is filled with letters from the lesson you are cur- 
rently taking. The game gets increasingly difficult as your skills improve. 


The object of the game is to move a special symbol over as many letters 
as possible, “eating” them up. You move by typing the letter which is 
adjacent to the symbol in any direction. 


You gain ten (10) points by typing a correct letter. In addition, there are 
small “demons” which appear randomly in the maze. Getting within 
one position of a demon causes it to be eaten and gives the player a 
bonus. There are 100, 500 and 1000 point bonuses. 


You have 90 seconds to complete each contest. After 3000 points are 
scored you get an additional 30 seconds. After that, each 3000 points 
give you an additional 30 seconds. Your high score is saved so you may 
measure your improvement. 


Individual Progress and Evaluation Reports 


Progress and evaluation information from the drills and paragraphs are 
used to report your gains in speed and accuracy. If you press CTRL and 
P, you will proceed to the progress reports. There you will see dis- 
played: 


1. Possible problems you have. 


2. Your weak keys. This screen highlights all the keys that are well 
below your average speed and/or accuracy. The course continu- 
ally monitors this information and adjusts your drills to provide 
practice on weak fingers and keys (weak keys are those with less 
than half your average speed or less than 80% accuracy). 


3. Your speed per key. This screen shows the speed for each key 
typed based on a weighted moving average. The purpose is to 
provide you with trends and progress information based on over- 
all experience rather than the results of one good or bad drill. In 
this way you can track your steady progress. The weighted mov- 
ing average is a learning aid, not a score keeper. The course con- 
tinually monitors speed and accuracy and adjusts your drills to 
give you extra practice on your weak keys. 


4. Your accuracy per key. This screen shows the accuracy for each 
key. Each key is shown on a graph. Again this is based on a 
weighted moving average to provide you with trend information 
based on an accumulation of data rather than the last drill result. 
The course continually monitors this information to adjust your 
drills. 


In addition to the progress reports, the course tells you your raw words 
per minute (wpm), your accuracy percent, and your adjusted wpm 
score for each drill. Your adjusted wpm is your raw wpm, less the 
number of errors you make per minute. To pass a lesson, you must type 
at least 25 wpm with an 80% accuracy. 


Note: To save your statistics you must return to the main 
menu and end properly. 
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The Teacher Administrative System 


Typing Made Easy has been designed also to be used in the classroom. 
A specially designed Teacher Administrative System is included. There 
is an access code for the teacher to allow you to: 


Add students 
Delete students 
Review a progress summary for all students 


Review an individual student’s progress 


eee i a 


Print a summary progress report 


To load the administrative system, simply follow the load instructions on 
page 7. 


1. Proceed to the Student Roster Screen. 
2. Hold down the CTRL key and press T. 


3. Typing Made Easy will proceed to the teacher menu. 


The menu options are self-explanatory. However, these are the impor- 
tant facts concerning the Teacher Administrative System: 


1. Add Students — You may add up to twenty-nine students to the 
student roster. Always exit properly to save the additions. 


2. Delete Students — You may delete student names and records 
from the roster. Be careful, because all progress and evaluation 
reports for the deleted students are permanently removed from 
the disk. To prevent accidental catastrophe, the program returns 
you to the main teacher menu after each deletion. Always exit 
properly to save the deletions. 


3. View Summary — You may view the current status of all stu- 
dents. 


4. Print Summary — You may print the current status of all students 
on your printer. Make sure your printer is attached, turned on, 
and has paper. To print the summary, you must have a printer 
card in slot #1 of the machine. 
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5. View Progress — You may review the progress of each individual 
student. You can review the screens that show the possible prob- 
lems, weak keys, speed per key, and accuracy per key. 


Speed per key 


Average 


} qaz wsx edc rfvtgb yhnujm ik, ol p/=t 


s 
Pp 
LEFT RIGHT 


Progress for J.A. Smith /~\ Quit | ]PRESS Spacebar 


6. The End — IMPORTANT: You must always exit the administra- 
tive system by going first to the teacher menu and selecting The 
End. This allows you to save all student additions and deletions. If 
you do not exit properly, your student additions and deletions will 
not be saved. 
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The Student Summary Report 


Current Last Test 
Student Lsn WPM Spd_ Acc Lsn Score Weak Keys 


WPM/Accuracy 


Lesson # 


Accuracy % 


Ave. Raw Speed 


Ave. Adjusted WPM 


Current Lesson 


This report allows you to see all the students’ progress at the same time. 
It may be viewed on the screen or printed. The current status scores are 
based on weighted moving averages so as not to place too much em- 
phasis on the last drill taken. The scores represent a true picture of the 
student’s progress over a number of drills. 


The last test score shows the actual results of the last paragraph test 
passed. 
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BETTER WORKING SOFTWARE 
WARRANTY POLICY 


If this product should fail to work for any reason whatsoever during the 
first 30 days following purchase, return it to the dealer from whom it was 
purchased for a free replacement. If it should fail to work after the first 
30 days, mail it to BETTER WORKING SOFTWARE at the address 
below. If it has been physically damaged, you will be charged $5.00 for 
a replacement. 


Should you have any questions concerning this warranty, please contact 
the dealer from whom you purchased this program, or write BETTER 
WORKING SOFTWARE. 


BETTER WORKING SOFTWARE 
One Kendall Square 
Cambridge, MA 02139 
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MONEY BACK GUARANTEE 


We trust that you have found Typing Made Easy to be everything 
you hoped it would. However, if you are dissatisfied, we will be 
glad to refund your money. 


In order to receive your refund, you must fill out this form, and mail 
it to us, together with all of the following: 


1. A dated receipt, indicating the place of purchase and amount 
paid. 

2. This form, with all questions completed. 

3. A self addressed, stamped envelope. 

4. The entire product, in good condition. 


Name 
Address 
City/State Zip 


Daytime Phone 
How many hours did you use TME? ——— 


TME Refund—Spinnaker 
One Kendall Sq. 
Cambridge, MA 02139 


Please allow up to 8 weeks for processing. 


Please use the other side of this form to explain why you were 
dissatisfied. 


15 


IN-D-AP-TME 


